
 

JOHN R. ASHCROFT 
SECRETARY OF STATE 
STATE OF MISSOURI 

 
 

600 W. MAIN STREET • JEFFERSON CITY 65101 

ADMINISTRATIVE RULES • BUSINESS SERVICES • ELECTIONS • PUBLICATIONS • SECURITIES • STATE ARCHIVES • STATE LIBRARY • WOLFNER LIBRARY 

JAMES C. KIRKPATRICK 
STATE INFORMATION CENTER 

(573) 751-4936 

RECORDS MANAGEMENT 
(573) 751-3319 

The following statement on written communications was approved by the State 

Records Commission on March 6, 2018. 

Written communications created or received by state employees, appointees, and 

elected state officials in the conduct of official business are records, are the property of 

state government, and shall not be disposed of except as provided by law. Official 

business means all matters which relate in any way to the performance of the public 

governmental body's functions or the conduct of its business.  

Records are format neutral and include all communications created or received through 

any personally or publicly funded system. 

These communications must be classified and maintained using the appropriate record 

series in State Records Commission approved records retention schedules. 

 


